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7.1 BUSINESS LETTERS 

Need of a Business Letter 

We need to write a business letter to maintain contacts with the external world including other 
businessmen, customers and government departments. And also for the internal purpose like office 
orders, circulars, memorandums etc. A letter writing may be less important for a small business 
establishment, but it is has its own importance. 

There is also some other means of communication, like telephone, telegraph etc. but they can 
make only a temporary impression on the receiver’s mind. The message communicated through these 
media is less likely to be kept in memory for a long time. 

Functions of a Business Letter 

• A business letter serves as a record for future reference. 

Back references are quite frequent in business communication. Knowledge of the past 





66 / Business Communication 


transactions, agreements etc. with customers, suppliers and the like can be had easily, 
quickly and correctly only when they have been preserved in writing. 

• It leaves a more durable impression on the receiver’s mind than an oral message. 

• Since it can reach anywhere, it is used to widen the area of operations. 

• It is used as a legal document. 

• It is used to build goodwill. 

7.1.1 Types of Letter 

Personal letters are informal and are written to exchange news or to seek favour, letters to relatives 
and friends are personal letters. Personal letters are written in a friendly, informal style. And the non¬ 
personal letters are used for the business purpose, it should be written in the formal style. The particu¬ 
lar style depends upon the concerned company. There are some classifications of non-personal or 
business letters: 

Letter 

Personal Non-personal 



Fig 7.1: Types of Business Letter 
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Business Letter 


Official letters Demi-official letters Internal or Form letter 

memos 

Fig. 7.2: Types of Business Letter 
Note: All the classification is purely a matter of convenience. 

Following are generally used in the organization as on broad aspect: 

1. Official letters are written to government or semi-government bodies. 

2. Demi-official letters (D.O.) are official in purpose but are addressed to a person by name. 
D.O. letters may be written if the matter requires personal attention of the addresses, the 
matter is of confidential nature, or the matter is urgent and requires immediate disposal. 

3. Internal letters or memos are used both in government offices and business houses for 
internal communication. 

4. Form letters are used for correspondence of recurring or routine nature. They are used in 
case of acknowledgements, reminders, interviews, notice, appointment, etc. relevant details 
filled in this letter. 


Dear Sir, 

With summer approaching, you must be thinking of how to keep your office cool, so that you 
and your colleagues can continue to work efficiently. To meet your needs, we have produced 
AC of different capacities. The detailed specifications are given in the enclosed pamphlet. We 
shall give a guarantee for one year against all manufacturing defects and repair, or replace 
any part. 

At the end of the pamphlet you will find a card. Please fill it and mail it and we shall send our 
technician to survey your office, assess your requirement. 

If you place the order before 30 th March, we shall give you a special discount of 5 per cent. 
Our company will transport the AC and install them whenever you want. 

We trust, you would like to avail yourself of this special offer. 

Yours faithfully, 
M.D. Yadav 
Sales Manager 


Exhibit: 7 .1 Sales Letter 
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The Rohini Software Company 
72, University Road, Allahabad. 

Gentlemen 

This is to inform you that The Rohini Software Company is now open and is located at 72, 
University Road, Allahabad. 

Our store offers a complete and diverse line of computer software packages for both personal; 
and business applications. Our team includes finance and engineering professionals along with 
the software experts. Our package are therefore, developed with the thorough understanding of 
the relevant work process. Enclosed, for your review, is a partial list of the items we currently 
have available. 

We hope that you will come and visit us soon. 

Cordially yours 
xyz 

Exhibit: 7.2 Circular Letter 

Vashudha Radio Corporation 
Lajpat Nagar, New Delhi 

25 th August 2007 

Messrs. M.P. Khera & Bros.(P) Ltd. 

25, Lodhi Road 
New Delhi 

Confidential 

Dear Sirs, 

The firm named below wishes to open an account with us for Rs.50,000, 3 months and has 
given your name as a credit reference. 

Any information you may furnish us will be treated as strictly confidential. 

We shall appreciate an early reply and assure you of our willingness to reciprocate at any 
time. A stamped, addresses envelope is enclosed for your convenience. 

Yours faithfully 
Ms. M. Suman 
Credit Manager 

Exhibit: 7.3 Status & Enquiry Letter 
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Gomti Nagar, 
Lucknow. 
29 th April, 2008 

The Managing Director 
Quest Consultancy 
Lekhraj Marg 
Lucknow 

Sir 

I hereby resign from the post of Assistant Marketing Manager and request you to relieve me 
after the expiry of one month notice period, that is, from 29 th July, 2008. 

As you know, I joined this company seven years ago as Junior Marketing Executive and was 
promoted only three year back. My career growth is slow and I feel I am stagnating in this 
job. With my experience and qualifications, I believe, I would be able to get elsewhere a better 
position and a more congenial atmosphere according to my profession. 

I, must, however, assure you that I have enjoyed working in the organization. The experience 
gained here would help me make a more valuable and satisfying contribution to this profession. 
In the end I would like to thank you and colleagues for the courtesy and consideration shown 
to me during my stay here. 

Yours faithfully 
Anshuman Singh 


Exhibit: 7.4 Resignation Letter 


July 22, 2008 
Dear Sir 

Re: Ch. Number 714526 of 15 th July, 2008 for Rs.5000. 

Please suspend payment of the cheque referred to above drawn by me favour of ‘self, as 
it appears to have been lost. 

Since it happens to be bearer cheque, I have to request you to take immediate steps to 
ensure that, if presented for payment, it is duly dishonoured. 

Kindly confirm. 

Yours truly 


Exhibit: 7.5 Bank Correspondence 
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7.1.2 Structure of Business Letter 

Elements of Structure or Parts of a Letter 

1. Heading 

2. Date 

3. Reference 

4. Inside address 

5. Attention lines 

6. Salutation 

7. Subject 

8. Body 

9. Complimentary close 

10. Signature 

11. Identification marks 

12. Enclosure 

13. Copy to 

14. Postscript 


1. Heading 


2. Date. 

3. Your Reference 


4. Inside Address 

5. Attention. 


6. Salutation 


7. Subject 


8. Body. 

9. Complimentary close 

10. Signature. 

11. Identification Marks.. 

12. Enclosure. 

13. C.C. 

14. PostScript. 


Fig. 7.3 : Elements of Business Letter 
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1. Heading: Most business organizations use their printed letterheads for the correspondence 
with others. The letter head contains the name, the address, the telephone number and the 
telegraph address if any. 

Generally, the name and address are printed on the top middle of the page and any other 
information is indicated in the margins. 


J onshon Academy 


Brijbhihari, Road, Sultanpur. 


Telephone: 

Fax: 


Exhibit: 7.6 


2. Date: Some letterhead contain, a printed line indicating where the date should be typed, in 
others, the typist chooses the right place for it. It should be typed two spaces below the last 
line of the letterhead. The date, month and year should be indicated in the upper right hand 
corner as; 

2 August, 2001 
August 2, 2001 
2 nd August, 2001 

(First and second option is correct among the three) 

Note: Names of the months and year are written in full and no suffix and as ‘nd’ or ‘th’. 

3. Reference: Some letterheads contain two lines to indicate references: 

Telegraphs: Telephone 

J onshon Academy 
Brijbhihari Road, Sultanpur. 

Your Reference: 

Our Reference: 


Exhibit: 7.7 

If you are replying, gives the correspondent’s reference number against the first and your reference 
number against the second line. 

Some companies prefer to indicate the reference number of the correspondent in the body of 
letters: 

Thank you for your letter Number AB/ 46/P497 of August 2, 2001 

4. Inside address: The full address of the person or organization you are addressing, should 
be written two spaces below the date and two spaces above the attention line, or if there is 
no attention line, two spaces above the salutation. 

The names of persons, firms, streets, roads etc. should be written as indicated in the source 
you got the address from. These details should not be abbreviated. Like 
Sri Mohan Lai Gokhale does not write Sri M.L. Gokhale or Sri Mohan L. Gokhale or 
Sri M. Lai Gokhale. 
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It is bad business manners to do so. Special care should be taken to spell the addresses name 
correctly. Misspelling his name may give him the impression that you have little respect for 
him. 

Many companies have a separate despatch section. This section reproduces on the envelope 
what you write as the inside address. If you have not properly mentioned inside address, 
than your letter may not reach its destination. 

The Bharti Trading Company 
Hospital Marg, Agra-282002 

The General Manager 
Hindustan Co-operative Bank Limited 
Baroda House, Mumbai - 400001 
(in case of limited company) 

5. Attention line: To ensure prompt attention, sometimes a letter which is addressed to a 
firm or company is marked to particular officer in that organization. This is done by writing 
an attention line two spaces below the inside address and two spaces above the salutation. 
This line is generally underlined: 

Attention: The Sales Manager 
Attention: Sri Y.K. Gupta 

6. Salutation: The salutation in a letter, an essential ingredient, is like greeting a person when 
you meet him. It is placed two spaces below the attention line or if there is no such line, two 
spaces below the inside address. 

The choice of salutation depends upon the personal relationship between the writer and the 
reader, and on the firm of the inside address. 

If you are addressing a firm, a company, a board, a club, a society and association, an agency 
use “Dear Sir’s”. 

Always remember that the attention line does not alter the salutation. 

If you write a letter to an officer by name the salutation will be “Dear Sir” or ‘Dear Smt’ or 
‘Dear Kum’ followed by his or her surname, use the second part of the name after the 
salutation. 

Dear Sri Tripathi 
Dear Smt. Mishra 

The following salutations are a little less formal than those give above: 

My dear Sri Yadav 
My dear Smt. Kanujia 

If the correspondent is a close friend of you’re, may address him or her by first name: 

My dear Ram 
My dear Smita 

7. Subject: The purpose of the subject line is to let reader know immediately what the message 
is about. Like attention and reference lines, it saves time. 
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The usual practice is to type this line in a double space between the salutation and the first 
line of the body of the letter. 

There are, however, some organizations which prefer to have the subject line between the 
attention line and the salutation. 

(a) The Rathore Trading Company 
80 Subashnagar, New Market 
Jaipur - 201001 

Attention: The Sales Manager 
Dear Sirs, 

Subject: Supply of Packing Boxes. 

(b) The Navneet Steel Corporation 
443, Gokhale Street 
Bareilly-361001 

Attention: Sri S.K. Mehta 

Subject: Payment of Bill Number N/543 of August 2008 
Dear Sirs, 

8. Body: The main purpose of a letter is to convey a message and the main purpose of the 
message is to produce a suitable response in the reader. This is done mainly through the 
body of the letter. It is, therefore, important to organize and arrange the material very 
carefully. 

In the first paragraph, reference, to any correspondence which has already taken place 
should be given and in the second the main message should be stated. 

In the closing paragraph you must state clearly what action you will expect the reader to 
take, or you may end the letter indicating your expectations, wishes or intentions. 

The paragraphs are not given any headings unless the letter is very long and deals with 
several important points. 

9. Complimentary close: The complimentary close is a courteous leave taking polite way of 
ending a letter. It is typed two spaces below the last line of the body of the letter. The 
complimentary close must agree with the salutation as shown below: 



The salutation 

The complimentary close 

1 . 

Sir, 

Yours faithfully or 

Yours obediently 

Yours respectfully 

2. 

Dear sirs, 

Yours faithfully 


Sir, 

or 


Madams, 

Madam, 

Yours truly 

3. 

Dear Sri. Nayar 

My Dear Smt. Das 

Yours Sincerely 


Contd... 
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4. Dear Shyam 

Yours Sincerely or 

My Dear Amit 

Yours ever 

Dear Lata 


5. Dear Member 

Yours Sincerely 

Dear Customer/ Reader/ 


Subscriber 



Exhibit: 7.8 


10. Signature: The signature is the signed name of the writer. It is placed below the 
complimentary close. The name of the writer is generally typed four spaces below the closing 
line, providing enough space for the signature. 

(i) Yours faithfully 
(G.M. Mishra) 

(ii) Yours faithfully 
(Smt. Rani Chatterjee) 

Sales Executive 

Identification marks: These marks are put in the left margin to identify the typist of the 
letter, one or two spaces below the signature. Usually, the initials of the officer who 
dedicated the letter are put first. 

Ex: If the letter has been dictated by Sri S.P. Shukla and typed by Km. Parul Gupta 

SPS/PG 
SPS: PG 
PG 
Pg 

Enclosure: If there is anything attached to the letter, it must be indicated against the 
enclosure line which is typed two spaces below the identification marks. 

Generally, the abbreviated from Enel, is typed against which the number of enclosures is 
indicated. 

Enel. 2 

If however, the documents attached are important they are specified: 

Ends: 1. Agreement dated 1 October, 2007. 

2. Cheque Number p 35672 of 4 October 2007 
Copy distributions: Sometimes copies of a letter have to be sent to some people other than 
the addressee also. In such cases, the names of these persons should be typed just below the 
reference initials or the enclosure notation, if any. The names of the person should be 
arranged either in order of importance or alphabetically. 

Postscript: Postscript is something written after the letter is closed. Writing a postscript 
(P.S.) indicated that the writer had forgotten to include something important in the body of 
the letter or he had not planned his letters properly. From the view point of a good business 
P.S. and it should preferably be avoided. 


12 . 


13. 


14 . 
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7.1.3 Form of Layout 

1. Stationary: White papers should be preferred as the letters stand out clearly or it makes 
easy reading. 

The standard size of the paper used for business letters is 18 Vz by 11 inches. Other sizes 
used as 8*10 inches, 5*10 inches, 5 1 / 2 * 8 1 /2 inches and 7 Vi *8 Vz inches. 

2. Typing: Most business letters are typed. There are two reasons for it. Typing saves time and 
gives a tidy appearance to the letter. Care should, however, be taken to get the letters neatly 
typed. 

3. Margins: Margins in a letter add to its attractiveness. Generally, a 1 inch margin is left on 
the sides and 1 Vz inches left on the top and the bottom in a standard size letter. 

4. Envelope: Envelope should be chosen to suit the size of the paper on which the letter is 
typed. If a window envelope is used, the letter should be folded such that the inside address 
will be displayed. The number of folds should be minimum as per as possible. 

7.1.4 Style of Presentation/Form of Letters 

1. Indented form: This is the oldest style and is now outdated. In this form, the inside address 
is in intended style, and every paragraph being 3 to 5 space away from the left margin. The 
indention causes the letter to look uneven at the left margin. Besides, it takes more time to 
type because of the indenting. This style is not used today. 


Name of the Company & Addresses 

Date 

Inside Name. 

Inside Address. 

Salutation. 

Subject. 


Body of Letter. 

Complimentary Close 
Signature & Designation 

Fig 7.4 : Indented Form 


2. Full blocked form: This is the most modern style. All parts of the letters, except the 
printed letterhead, are aligned with left margin. A letter in this form saves more time because 
indentation is not required for any part. But some correspondents do not like it because it 
appears imbalances and heavy on the left side. 
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Name & Address of the Company 

Date:. 

Inside Name & Address. 

Salutation. 

Subject. 


Body of Letter 


Complimentary Close 
Signature & Designation 

Fig. 7.5 : Full Blocked Form 

3. Modified blocked form: This style is a modification of the full block form. It eliminates 
the shortcoming of the full block style by keeping the date and complimentary close on the 
right in their usual position. The entire paragraph being at the left margin, and there is 
double space between the paragraph. This is the most popular form, as it has many of the 
advantage of the full form without its advantages. 


Name & Address of the Company 

Ref. Number. Date: 

Inside Name & Address. 

Salutation. 


Body of Letter 


Complimentary Close 
Signature & Designation 

Fig. 7.6 : Modified Form 

4. Semi-intended/Semi-blocked form: This is like the block style except that the paragraphs 
of the letter are intended. Those who use it say that it is easier to read paragraph which be¬ 
gins with an indented line because one is used to seeing this style in print. 
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Fig. 7.7 : Semi Indented Form 

5. Hanging indention form: This style is like the block except that the first line of each 
paragraph is aligned with the left margin whereas, all other lines in each paragraph are 
intended four or five spaces. Its appearance is unusual and may perhaps catch attention 
quickly but this fact could be a disadvantage as well. 

It may distract the reader by focusing his attention on the form rather the message of the 
letter. This style was not popular in the world of business. 

Name & Address of the Company 

Date:. 

Inside Name & Address. 


Salutation 
Subject... 


Body of Letter 


Complimentary Close 
Signature & Designation 

Fig. 7.8: Hanging Indention Form 
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6. NOMA form: This is the most recent experiment in layout style. It is recommended by 
National Office Management Association of America (NOMA). It has been 
accepted in the UK also. 

It has most of the features of full block form. All lines begin at the left margin and the inside 
address in the block form. The special features of this form are: 

(i) It has no solution and no complimentary close; 

(ii) The subject line is in capitals, 3 lines below the inside address; 

(iii) Numbered items of a list begin at the left margin but if there is no number, the items are 
indented 5 spaces. There is no full-stop at the end of items. 

(iv) The writer name and title are typed in capitals in one line below the space for signature. 

(v) The typist initials are in the left bottom corner. 


Name & Address of the Company 

Date . 

Inside Name & Address. 


Subject 


Body of Letter 


Signature & Designation 

Fig.7.9: NOMA Form 


7.2 MEMORANDUMS 

A memorandum is short piece of writing used by an officer of an organization to communicate within 
the organization. 

The literal meaning of the word memorandum is a note to assist the memory. A memorandum is 
used for internal communication between executives and subordinates. It is never sent outside the 
organization. 

7.2.1 Purpose of Writing Memorandums 

Memorandum (memos) may be used for any official communication. Usually, memos are used:- 

1. For conveying schedule message. 

2. For submitting periodical reports. 

3. For communicating changes in organization. 
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4. For issuing instruction to the staff. 

5. For conforming a decision made at phone. 

6. For asking certain special information. 

7. For writing suggestions. 

Advantages of Memorandums 

1. Inexpensive: Because of its hand to hand circulation within the organization, it is 
inexpensive means of communication. 

2. Convenient: It is convenient to write and read memo, as all heading like data, person etc. 
are usually printed in standardized format. Memos take comparatively less time for writing, 
transmission and reading than letters. 

3. Future reference: Memos are usually stored in office files or computer’s discs. As a result, 
they can be used for future reference. 

4. Quick: Memos ensure quick and smooth flow of information in all directions. With 
exchanges of memos, the busy executives and employees can interact with each other 
without disturbing their routine. 

5. Fixing accountability: As memos are records of facts and decisions, they establish 
accountability. Therefore, some organizations prefer to use memos even for small events 
and request than telephone/verbal communication. 

7.2.2 The Memorandum Format 

The memo format is different from that of a letter. Since a memo moves from one department to 
another or from one employee to another, it is essential to write the name of the person sending the 
memo and the name of the recipient and the designation or department of both the persons. It must 
also have reference numbers. 

The words ‘From’ and ‘To’ are invariably used in memo. There is no salutation and the writer’s 
signature is put without writing the subscription or complimentary close. 

The memo is properly dated, is written in a direct style and is as brief as possible. The three factors 
to be kept in mind while considering the tone are: 

1. Who is going to read the memo? 

2. The subject-matter of the memo, and 

3. The company in house style. 

The tone of a memo need not be very formal, nor should it be so informal that it loses all 


seriousness. 
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Date:.... 
Ref. No. 

To:. 

From.... 
Sub:. 


Company Name 
Inter-Officer/Memo 


1 . 


2 . 


Copies to 


Fig. 7.10: Memo Format 



ABC Motors Pvt. Ltd. 


Lucknow 


Date:. 


Office Memorandum 

Ref. Number 

: 592/20. 

To 

: Puneet Mohan 


Administration 

From 

: Rajeev Srivastava, D.G.M. 

Subject 

: Reading newspapers and magazines in office hours. 

1 appreciate your interest in the rapidly changing political scene in the country. But would you 

please confine your reading of newspapers and magazine before, or after office hours sitting in 

the comfort of your drawing room? 

You will agree that maintaining office decorum is of utmost importance for the welfare of the 

organization. 



Exhibit: 7.9 


7.3 REPORT WRITING 

A report is a form of systematic presentation of information relating to an event, progress of action or 
some business activity. It is a written statement of results, events, qualities, conditions, progress or 
interpretation of records. A report is a basic management tool used in decision-making. A report 
carries information from someone who has it someone who need it. 

Oral and Written Reports 

An oral report is simple and easy to present. It may consist in the communication of an impression or 
an observation. But written report is always preferred because: 
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1. An oral report can be denied at any time. But written report is a permanent record. 

2. An oral report tends to be vague. In written report, the writer tries to be accurate and precise. 

3. A written report can be referred to again and again. 

4. Distortion during transmission reduces. 


7.3.1 Types of Business Reports 

❖ On the basis of legal formalities 

1. Informal reports: It is written in the form of a letter from one person to another. Informal 
reports typically do not follow any prescribed form or procedure. They do not have any 
uniform structure. They are prepared according to the convenience and requirements of the 
organization. These reports may be informative or recommendatory. 

2. Formal reports: A formal report is one which is prepared in a prescribed form and is 
presented according to an established procedure to a prescribed authority. 

• Statutory: A report prepared according to the form & procedure laid down by law is 
called statutory report. 

• Non-statutory: Formal reports which are not required under any law but which are 
prepared to help management in framing policies or taking other important decision are 
called non-statutory report. 



Fig. 7.11 


❖ On the basis of the frequency of issue, a report can be periodic or special. 

1. Periodic or routine reports: They are prepared and presented at regular prescribed 
intervals in the usual routine of business. They may be submitted daily. Branch Manager of 
banks submits periodic reports to the Head office on the quantum of business transacted 
during a particular period. 
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2. Special reports: They are related to a single occasion or situation. Reports on the 
desirability of opening a new branch or on the unrest among staff in a particular branch are 
special reports. Special reports deal with non- recurrent problems. 

• On the basis of functions a report can be informative. If a report merely presents facts 
pertinent to an issue or a situation, it is informative. 

On the other hand, if it analyses the facts, draw conclusions and make recommendations, it may 
be described as analytical or interpretative or investigative. 

• On the basis of the nature of the subject dealt with, we can have a 

• Problem-determining report 

• Fact-finding report 

• Performance report 

• Technical report etc. 

• On the basis of the number of persons interested with the drafting of reports, we can have : 

• Reports by individuals 

• Reports by committees or sub-committees. 

7.3.2 Characteristics and Purpose of a Good Report 

Characteristics of a good report 

• Precise and brief 

• Accuracy 

• Clarity 

• Relevant 

• Reader-oriented 
Purpose of Business Report 

1. It presents factual information to management. 

2. It records fact and results of investigation or survey for future references. 

3. It provides useful information to shareholders, customers, creditors and general public. 

4. It makes recommendation for future use. 

7.3.3 Guiding Principles of Writing a Report 

1. The report should be addressed to some definite authority, i.e. the Managing Director or 
Board of Directors. 

2. It should contain a short and clear title to know about the report at a glance. 

3. As the report is generally drafted on the advice or request of some reader, it should quote the 
term of reference so that it should be clear why the report is required. 

4. The body of the report should be planned and should be logical in sequence preferably with 
headed paragraph. 

5. The recommendations, if any, should be boldly marked so as to invite immediate attention. 
It may be signed by the officer responsible for it and it should be dated. 

7.3.4 Preparing a Report 

The following five steps are suggested to write a report. 
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• Investigating the source of information 

• Taking notes 

• Analyzing the data 

• Making an outline; and 

• Writing the report 

7.3.5 Structure of a Report 

Organization of a Report 

^ ^ 

Letter form Memorandum form Letter-text combination form 

Exhibit: 7.10 

1. Letter form: For informal reports, letter form is recommended. Its main part is heading or 
the title, data, address, salutation, the body, complimentary close and signature. 

The body of the letter is further divided into: 

(i) Introduction: It presents the terms of reference and the subject of study. (It states 
problem with the term of reference and relevant circumstances). 

(«) Findings: The next few paragraphs present the findings of the investigation. 

(iit) Recommendation: It logically follows the findings given in the last paragraph of the 
body. 

2. Memorandum: It is simplest than letter form. The date is mentioned at the top. It is 
followed by the name of the person to whom the report is addressed, the name of the writer 
and the subject of the report. Next follows the actual text and the conclusion. As in the letter 
form, the text of the report is divided into paragraphs with heading and sub-heading. 


MEMORANDUM 

Date: 

To:. 

From:. 

Subject:. 

Body of Letter. 


Exhibit: 7.11 Format of Memo for Report Writing 

3. Letter-text combination form: Long reports are usually written in the letter text 
combination form. A complete report in this form is divided into three major parts:- 
(I) Introductory Parts 

■ Letter of transmittal or letter of presentation 

■ Cover page 
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■ Title page 

■ Preface 

■ Acknowledgement 

■ Table of contents 

■ List of illustrations 

■ Abstract/summary or synopsis 
(II) Body of the Report 

■ Introduction 

■ Research methodology 

■ Analysis/ Discussion or description 

■ Finding 

■ Conclusions 

■ Recommendations 
(III) End Matters 

■ List of references 

■ Glossary 

■ Bibliography 

■ Appendices 

■ Index 
Introductory Parts 

1. Letter of Transmittal or Letter of Presentation 

A letter of transmittal is routine letter written to transmit the report from the writer to the reader. 
It provides a permanent record of transfer, it shows the date on which the report was submitted, and it 
states the name and position of writer, whom the report was authorized, invite readers’ comments and 
suggestion. Scope of the report, refers to writers source of information and highlights special features. 

2. Cover Page 

Basically it protects the manuscript from damage and gives the report a neat appearance. Some of 
the organizations have their own cover page in printed form in which name and the address of the 
company is printed on them. Otherwise, it contains title of the report, date, its number, if any and 
classification like secret, top secret etc. 

3. Title Page 

The title page showing title of the report, the author name, name of the authority for whom the 
report was written, year and month of completion etc. 

4. Preface 

It is an introduction to a report which contains almost all the information about the contents, 
indicating sometimes the limitations in the report. It includes prefatory words before a report is offered 
to the readers. 

5. Acknowledgement 

Unless you have given credit elsewhere, mention diligently the name of persons and organization 
that have helped you in the preparation of the report. In doing so we are sincere and courteous in our 
language and expression. 
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6. Table of Contents 

What are the different contents you should use in your report and where it can be mentioned or 
explained in the report are easily understood by the table. It is advisable that contents should be 
followed by the respective page number. 

7. List of Illustrations 

A comprehensive and systematically prepared report may contain illustrations or a number of 
figures or pictures or maps and page number where they can be located. 

8. Abstract/Summary 

The synopsis gives the reader a quick grasp of the substance of report. An abstract is a condensed 
form of the report. In fact, the abstract states what report is all about, what the significance of the 
project or report. A summary on the other hand is the entire report in a nutshell. An abstract is shorter 
than the summary. 

Body of the Report 

1. Introduction 

The purpose of introduction in a report is to introduce the subject to the readers. It includes:- 

• Historical and technical background. 

• Organization of the material. 

• Scope of study, specifying its limitation and qualification. 

• Authorization for the report and terms of reference. 

• Definitions of special terms and symbols, if their number is small. 

It should contain a clear statement about the objective and subject of report, i.e. enough 
background to make clear to the reader why the problem was considered worth investigating. 

2. Research Methodology 

Any report not considered as a good report until a writer has not specified from where and how 
they collect the data. Data are of two kinds, primary and secondary data. Primary data are those data 
which are taken or used by the writer first time and secondary data are those data which are already 
used somewhere. 

3. Analysis/Discussion or Description of the Data 

It is the main part or section of the report. This part includes analysis, synthesis and 
interpretations. It systematically presents the various aspects of the issue under headings and sub¬ 
headings. The main function of this part is to present data in an organized form, discuss their 
significance and analysis and the results that flow there from. It includes charts, graphs, statistical table 
etc. 

4. Findings 

In this part the expected solution that comes from the investigation are presented together with the 
respective merits and demerits of each. There is a clear explanation of each solution. Findings are 
arranged and presented in chronological or logical sequence. With respect to the chapters, it may 
include pictures, maps, charts, tables, diagrams etc. 

5. Conclusions 

It is basically ending part of the investigation; the significant results should be summarized 
clearly. All conclusions must be supported by what has gone before; nothing new should be included 
at this stage. If their number is large, they may be itemized in the descending order of their importance. 
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6. Recommendations 

If your report is short than you should combine conclusion and recommendation on the same 
section because they are closely associated. But in long reports, this practice makes confusion in the 
mind of the reader and also difficult to explain by the writer. Recommendation suggests the course of 
action to be taken and indicate the results in effect. It should clearly be defined from the conclusion 
and the act as the reasoning for decision making. 


Note: Students are often confused about the finding, conclusion and recommendation. 
Findings are factual and verifiable statements of what happened or what was found. 
Conclusions are your own ideas that you deduce from your finding. 
Recommendations are what you want done. 

Exhibit: 7.12 


End Matters 

1. List of References 

In this section writer give credit to the author concerned by listing them to the end of report. 
When the reference are in small number than it cited on the bottom of subsequent page where the 
reference is used as a footnote. And when they are in large number than we should attach a separate 
sheet. 

2. Glossary 

A glossary is a list of technical words used in the report and their explanations. Again as the list 
of reference if they are in small number then it puts on footnotes but if large then they come under the 
separate section of glossary. 

3. Bibliography 

A bibliography is a serially numbered list of published and unpublished works which are 
consulted before or during the preparation of a report. The bibliography may also include works 
recommended for the further study. The element of the bibliography are: the last name of the author, 
other part of name, title of the book, edition if any, name of publisher, place of publication and year of 
the publication. 

Example:- Kotler, P., Marketing Management; edn: 12 th ; Pearson Education; New Delhi; 2007. 

4. Appendices 

It contains charts, diagram, statistical table which is needed to support the main body of the report. 
But such data that the reader can safely omit while reading it without any loss of understanding of the 
contents of the report. And if he/she wishes to examine in detail the supporting or related evidence 
and documents he/she should be able to find it in the appendices. 

5. Index 

The index is intended to serve as a quick guide to the material in the report. By this reader can 
easily find out any topic of the contents with their subsequent page number and it is in the form of 
alphabetical order. It is useful in the long or bulky reports. In short, reports table of contents is finding 
suitable to this purpose. 
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Exercise-7 


1. Write notes on importance or need of business letters. 

2. Explain the function of good business letter. 

3. What are the different types of business letter? 

4. Enumerate and explain the structure of business letter. 

5. “A good letter is one which is clear, brief, effective and should convey the right message.” 
Explain this statement. 

6. Describe with example the different parts of a business letter. 

7. Write brief notes on: 

(i) Heading 

(ii) Date 

(iii) References 

(iv) Inside address 

(v) Attention line 

(vi) Subject 

(vii) Body of letter 

8. Write brief notes on: 

(i) Complimentary close 

(ii) Signature 

(iii) Identification marks 

(iv) Enclosure 

(v) Copy to 

(vi) Post script 

9. Explain the different style of presentation of business letters with the help of a specimen. 

10. Write notes on: 

(i) Indented form 

(ii) Block form 

(iii) Modified form 

(iv) Semi-intended form 

(v) Hanging form 

(vi) NOMA form 

11. Draft a letter to Tip-top garment company, Nagaland, asking for a copy of their latest 
catalogue. State that you propose to stock garments for sales. Ask for their best trade terms 
for the supply of their garments. 

12. As the Sales manager of Perfect Carpet, Raniganj, write a letter to Messrs. Pannalal & Co., 
Udaiganj, regretting your inability to accept their order of 10 carpets at the price quoted by 
you for order of 100 carpets and upwards. State your terms for accepting the present order. 

13. You have received a big order for sarees, but are unable to execute it in time owing to certain 
difficulties. You write to the customer asking for extension of time. The customer is willing 
to grant extension of time up to a certain date. Draft both the letters. 
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14. Write a letter to your bank to get you necessary information about the credit standing of a 
firm desirous of operating a credit account with you. 

15. Write to Oriental Bank of Commerce, Civil Lines, Bhopal, to make enquiries about the credit 
standing of Messrs. Rajpal Brothers, Raja Bazar, Bhopal, for a sum of Rs.5,00,000. The party’s 
bankers are Modern Commercial Bank, Raja Bazar, Bhopal. 

16. One of the 20 cases that you have received from your suppliers contains goods that you did 
not order. Draft a complaint about it asking for its quick replacement. 

17. You have received a complaint from a valued customer from Chitrakoot, pointing out that 
furniture he had ordered for a special occasion has arrived in a damaged condition. Though 
the fault is of the transport company, you have decided to replace the damaged furniture 
immediately. Draft a suitable reply to the customer. 

18. Nilgiri General Stores, Ratanpur, have not paid long overdue bills in spite of reminders. 
Write on behalf of Prajapati suppliers, Gopalganj, threatening to take legal action if the bills 
are not paid within ten days. 

19. Messrs. Gupta & Sons, Banaras, have not paid a balance of Rs. 10,000 in spite of your 
repeated reminders. Make an appeal to their credit reputation and urge them to honour their 
obligation within seven days. 

20. Draft a circular letter announcing a discount scheme on the occasion of Holi to increase the 
sale of the latest designs of apparel. 

21. Draft a circular letter announcing the new policies regarding leave in your organization. 

22. Draft a sales letter to promote the sale of an electric portable sewing machine. 

23. Draft a sales letter introducing a new model of car. 

24. Write a sales letter to promote the sale of any one of the following: 

(i) Solar heater 

(ii) Modular kitchen 

(iii) Leather bags with electronic accessories 

(iv) Folding furnitures 

25. As a Bank Manager, write a letter to the Head Office recommending the loan applied for by 
one of your customer. 

26. A customer of your bank has applied for loan of Rs. 1,00,000 against an old building and 
gold jewellery. As the manager of the bank, write a tactful reply regarding your inability to 
grant the loan applied for. 

27. Draft a letter on behalf of the Standard Life Insurance Company to a policy holder who 
wished to surrender his policy, dissuading him from doing so. 

28. Your consignment of home furnishers to Thailand has been damaged during a voyage. 
Submit a claim for compensation from the Insurance Company stating all the necessaiy facts. 

29. On behalf of Messrs. Mulchand Bros., Shimla, write a letter to a foreign supplier asking for 
a quotation for the import of some machinery required by you for which you have a valid 
import licence. 

30. Draft a letter to United Traders, Canada, advising them of the despatch of the goods ordered 
by them from Chennai by sea. 
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31. Draft a letter to one of your agent who has not been able to push the sales of the jet pumps 
manufactured by your company. Write a letter to him terminating his agency. 

32. Apply for an agency of a motorbike in your district. Give details of the facilities you can 
offer emphasising, in particular, the suitability of your premises and your long experience in 
the sales and services of motorbike. 

33. On behalf of the chairman of the Board of Directors, write a letter to a well known business 
person of your city inviting him to join the Board of Directors of your company. 

34. As a Company Secretary, draft circular announcing arrangements for a foreign delegate visit 
to the factory. 

35. Write a letter to an applicant intimating his appointment for the post of Accountant in your 
company. 

36. Draft a letter of resignation to be sent by Mr. Ashish Mohan, working as a Senior Sales 
Manager with Skyline Marketing Solutions, Nawabganj. 

37. Draft a general letter of interview to be sent to candidates applying for the posts of 
Management Trainee in your company. 

38. Write a letter to an applicant for the post of Production Head to present himself for a 
personal interview. 

39. What is memorandum and how does it differ from letters? 

40. Explain the purpose of memorandums. 

41. Discuss the advantages of memorandums. 

42. What are the contents of memos? Discuss its format. 

43. Draft a memo to an employee asking for explanations for going on leave without prior 
permission. 

44. Draft a memo to one of the employee in your company granting permission to join a part 
time diploma course in HRD. 

45. Prepare a memo to three members of the staff taking disciplinary action against them for 
coming late to the office. 

46. How would you define report? 

47. Describe the types of business report. 

48. What purpose is served by the business report? 

49. What are the characteristics of a good report? 

50. What are the guiding principles for writing report? 

51. What procedures have you taken while preparing a report? 

52. In how many ways can you organize a report? 

53. Differentiate between letter reports from a memo report. 

54. Write explanatory notes on letter-text combination form of report. 

55. Write brief notes on: 

(i) Preface 

(ii) Acknowledgement 

(iii) Abstract 

(iv) Table of contents 
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56. Write brief notes on: 

(i) Research Methodology 

(ii) Analysis 

(iii) Finding 

(iv) Conclusion 

(v) Recommendation 

57. Write brief notes on: 

(i) List of References 

(ii) Bibliography 

(iii) Glossary 

(iv) Appendices 

(v) Index 

58. As Sales Manager of your company draft a report on increasing competition from rival 
enterprises and suggestions to overcome it. 

59. As Personnel Manager of your company draft a report for the consideration of your 
Managing Director recommending the VRS for the employees. 

60. Draft a brief report for submission to the Board of Directors of your company on a proposal 
for the reorganization of the office. 




